I’mnot satisfied with the government organiza- 
tion’s response. What do I do? 


If the government organization won’t allow you to 
see or correct your personal information, you have 
the right to appeal the decision to the IPC. The appeal 
fee is $10. 

To appeal, write a letter to the Registrar at the 
IPC, describing why you are not satisfied with the 
government organization’s decision. 


I’m not satisfied with how my personal infor- 
mation is being handled. What can I do? 


If you feel your personal information has been im- 
properly collected, used or disclosed by a government 
organization, call, write or visit the appropriate 
government office andtrytoresolve the matter yourself. 


That didn’t work — now what? 


If you still can’t obtain satisfaction, you may write to 
the Registrar at the IPC and explain your concern. 


What happens next? 


An Intake’ Analyst may call you to clarify your 
concern and to tell you what has happened in similar 
cases. The Intake Analyst may also direct your com- 
plaint to other government organizations if they are 
in a better position to deal with your situation. 

In some cases, a Mediator will be assigned to your 
file, who will look into the matter and attempt to 
resolve your complaint. 


What happens to the government organization? 


If your personal information is not being handled 
properly, the IPC will make recommendations to the 
government organization to prevent similar occur- 
~ rences from happening again. 


I have more questions. Who can answer them? 


If you have questions about the handling of your 
personal information held by government organiza- 
tions or about Ontario’s access and privacy legisla- 
tion, please call the IPC and ask to speak with an 
Intake Analyst in our Tribunal Services Department. 


About the Commissioner 


The Information and Privacy Commissioner is appointed 
by the Ontario Legislature. This independence from the 
government of the day allows the Commissioner to be 
impartial when carrying out duties under the Acts. 


Other brochures available from the 
Information and Privacy Commissioner: 


Access to Information under Ontario’s Information 
and Privacy Acts 


The Appeal Process and Ontario’s Information and 
Privacy Commissioner 


A Mini Guide to Ontario’s Freedom of Information 
and Protection of Privacy Act 


A Mini Guide to Ontario’s Municipal Freedom of 
Information and Protection of Privacy Act 


For more information, call or write: 


Information and Privacy Commissioner/Ontario 
80 Bloor Street West, Suite 1700 

Toronto, Ontario M5S 2V1 

Telephone: (416) 326-3333 * 1-800-387-0073 
Facsimile: (416) 325-9195 

TTY: (416) 325-7539 

Web site: http://www.ipc.on.ca 


Cette publication est également disponible en francais. 
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Introduction 


Ontario’s Freedom of Information and Protection of 
Privacy Act and the Municipal Freedom of Information 
and Protection of Privacy Act (the Acts) help to protect 
your personal information held by provincial and local 
government organizations. It is the responsibility of the 
Office of the Information and Privacy Commissioner 
(IPC) to ensure that government organizations abide by 
the Acts. 

The following are answers to questions most fre- 
quently asked about personal privacy and govern- 
ment-held information. 


To which government organizations do the Acts 
apply? 

The provincial Act, which came into effect on January 
1, 1988, applies to all provincial ministries and most 
provincial agencies, boards and commissions, as well as 
community colleges and district health councils. 

The municipal Act came into effect January 1, 1991. 
It applies to local government organizations, includ- 
ing municipalities, school boards, public utilities, 
transit and police commissions, fire departments, 
conservation authorities, boards of health and other 
local boards. 


What is personal information? 


“Personal information” means recorded information 
about you. This may include your name, address, sex, 
age, education, medical or employment history — and 
any other information about you. 


How does a government organization obtain in- 
formation about me? 


Government organizations collect personal informa- 
tion as part of their role in providing services to the 
public. You give personal information to a government 
organization when you fill out an application for 
programs or services, such as a driver’s licence or 
building permit. 


How do Ontario’s Acts protect my personal informa- 
tion? 


The Acts require government organizations to protect the 
privacy of your personal information in their possession. 
There are specific rules on how they may collect, use, retain, 
disclose and dispose of your personal information. 


How does a government organization use the per- 
sonal information it collects? 


The government organization must tell you how it intends 
to use the information it collects. It must also provide you 
with the name of the person in the organization who can 
answer any questions you may have about how your 
personal information will be used. 


Who has access to my personal information? 


Access to your personal information is usually available 
only to persons in the government organization who need 
the information to do their jobs. 

There are certain public records containing personal 
information which are open to all members of the pub- 
lic. Land registration records and assessment rolls are 
examples of this type of record. 


Where is my file? 


There is no master file about you. If you’ve dealt with a 
government organization, it will probably have informa- 
tion about you. For example, the Ministry of Transporta- 
tion has your driving record, a school board has your child’s 
school records and the Ministry of Health has your doctor’s 
billing records. ; 


How do I find out what personal information provin- 
cial and local governments have about me? 


In most circumstances, the Acts give you the right to see 
your personal information held by a government organiza- 
tion. In many cases, you should be able to obtain your 
personal information just by calling, writing or visiting the 
appropriate government organization. (If unsure of an 
address or telephone number, consult the Blue Pages in your 
telephone directory.) 


How do I request correction of my personal 
information? 

Contact the government organization which has the 
information and explain that you would like to correct 
your personal information. If the government organi- 
zation refuses to correct your personal information, 
you may require that a statement of disagreement be 
attached to your file. 


That didn’t work — now what? 


If you didn’t obtain the information you want, or they 
refuse to correct your personal information, make a 
written freedom of information request. 


That sounds complicated. Is it? 


Not really. Simply follow these steps: 

Step 1: Complete a request form, or write a letter 
stating that you are requesting information or ask- 
ing for a correction of your personal information 
under one of the two Acts. (Request forms are avail- 
able from most government organizations across 
Ontario.) 

Step 2: Forward the completed request form or 
letter to the “Freedom of Information and Privacy 
Co-ordinator” at the government organization most 
likely to have the information you are looking for. 


Is there a fee? 


A $5 application fee must accompany your request for 
access to your personal information. As well, you may 
be charged for photocopying and shipping costs. No 
fees are charged for the time required to locate and 
prepare records containing your personal information. 


How long must I wait? 


Government organizations that receive information 
requests under the Acts must respond within 30 calen- 
dar days of receipt of a request. 


